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General Purpose 

Under administrative direction, manage and direct the design, implementation, execution and evaluation of a 
bilingual public affairs, marketing, cultural and heritage tourism programs, and development of public/private 
partnerships.  
 
Typical Duties: 
 
Develop, coordinate and implement comprehensive strategic initiatives to promote museum and cultural 
marketing program.  Explore and develop joint marketing strategies to support the museum and arts culture 
industry.  Improve marketing capacity of cultural organizations and potential for audience cross-fertilization. 
Maximize and expand cultural tourism marketing efforts to increase and diversify regional audiences and in 
collaboration with local visitor organizations.  Publicize El Paso as a unique visitor destination, arts and cultural 
activities and venues.  Determine methods for increasing visitor’s numbers and revenue. Implement, oversee and 
evaluate approved plans and projects to ensure or increase effectiveness and efficiency of marketing programs. 
Efficiently and effectively increase attention to arts and expand market share in the travel industry.  Plan and 
execute public relations and marketing activities for the promotion of sponsored and co-sponsored events. 
Oversee and conduct research through focus groups, surveys and other means to assess community needs and 
evaluate effectiveness of programs.   
 
Develop, execute, and evaluate effectiveness of cultural tourism program.  Involves:  Facilitate formation of public 
and private partnerships, business alliances and inter-local agreements that foster tourism development, and 
advise local communities or cooperatives on museum and cultural affairs program planning and marketing 
initiatives. Collaborate with other departments and jurisdictions, business and civic groups to integrate tourism 
initiatives.  Integrate museum and cultural concepts into tourism program development and marketing.  Increase 
revenues to support work of creative sector. Identify opportunities and prospect to solicit and negotiate authorized 
new, relocated or expanded tourism operations. Advocate local events, services and facilities by arranging and 
hosting or participating in tourism related shows.   
 
Develop methods to increase attendance and participation in arts programs, services and promotions.  Involves: 
Oversee the development of design of promotional layouts for printed and broadcast materials to disseminate arts 
message to the community and obtain audiences.   Identify, attract, retain and diversify audiences for a greater 
relevancy and more earned income.  Write copy for programs, newsletters, press releases and radio and 
television spots.  Plan and create special promotional strategies to enhance audiences for cultural affairs events. 
Coordinate efforts with program leaders.  Arrange for radio and television interviews. Produce and purchase 
appropriate radio and television spots.  Prepare advertising according to a planned marketing strategy.  Prepare 
packages of information for the El Paso, Juarez and Las Cruces media.  Develop strategies to facilitate and 
promote group ticket sales.   
 
Manage the design and preparation of tickets and bilingual promotional materials, and conduct public relations 
functions in Spanish and English. Develop brochures, flyers and ads for print, radio, television and department 
website. Prepare logos and photographs for events.  Arrange for photographs of events for historical and 
advertising purposes.  Prepare, release and receive bids on all prints jobs needed outside City print shop.  
Manage, develop and co-host cable access show with the director.  Develop and execute cross-over programs to 
build audiences. Direct, inform, and educate the public in all cultural affairs events and services.  Develop and 
maintain ongoing contact with media, business and community organizations to inform and educate the public in 
museum and cultural affairs events and services.  Meet with school representatives and present visual and 
performing art programs as part of community outreach.  Attend all city and cultural affairs events to provide the 
public with information on the department and the presented artists.  Attend performances, programs and 
activities to evaluate results.  Assist in stating performances and assisting artists.  Respond to inquiries on 
question the public or guest artists may have about El Paso’s artistic and performing arts community.  
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Perform administrative duties. Involves: Assist in the annual budget preparation.  Monitor and administer the 
events, marketing, promotional and printing budgets. 
 
Supervise assigned personnel.  Involves:  Schedule, assign, instruct guide and check work.  Appraise employee 
performance.  Provide for training and development.  Enforce personnel rules and regulations and work behavior 
standards firmly and impartially.  Counsel, motivate and maintain harmony.  Interview applicants.  Recommend 
hiring, termination, transfers, discipline, merit pay or other employee status changes. 
 
Knowledge, Skills, and Abilities 

• Application of comprehensive knowledge of public relations, public information, customer services, and media 
contract practices and procedures.  

 
• Application of comprehensive knowledge of fundraising, marketing and promotion of the arts, cultural and 

heritage tourism programs. 
  
• Application of comprehensive knowledge of electronic media production to produce radio and television 

spots.  
 
• Application of considerable knowledge of long and short term strategic planning methods and procedures. 
 
• Application of good knowledge of administrative, budgetary, personnel management, standard fiscal 

administration policies, practices and controls related to municipal government operations. 
 
• Application of good knowledge computer software utilized in graphic layout and design for brochures, flyers, 

advertising layouts, and promotional items. 
 
• Interpretation of applicable of federal, state and city laws, ordinances, rules and regulations. 
 
• Establish and maintain effective working relationships with co-workers, officials, media representatives, 

vendors, artists, promoters, agents, volunteers, community organization and the general public. 
 
• Clear, concise, proficient oral and written communication in English and Spanish to develop marketing 

campaigns, press releases, provide technical specifications, negotiate contracts, disseminate information, 
prepare and present marketing and promotional programs. 

 
• Maintain records, files and databases. 
 
Other Job Characteristics 
 
• Regular driving through City traffic and Juarez, Mexico. 

• Frequent meeting and public presentations in an international setting. 

• Occasional exposure to adverse weather to work in an outside stage environment. 

• Occasional lifting and carrying of objects weighing 25 pounds.  

• Proficient verbal and written communication in both English and Spanish required. 

• Work extended hours, weekends and holidays. 
 
Minimum Qualifications 
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Education and Experience:  An accredited Bachelor’s degree in marketing, public relations, arts administration, 
business administration, communications, or related field, and five (5) years of professional marketing, public 
relations, or promotion of public programs and services, including two (2) years of supervisory experience. 
 
Incumbents in an executive level job class will not be required to meet the educational requirements of his/her 
respective job class provided that the incumbent was permanently employed in the respective job class on June 
2006. All employees hired into an executive level position after June 2006 are required to meet the educational 
requirement of the respective job class. 

 
 
Licenses and Certificates:  Texas Class “C” Driver’s License or equivalent from another state. 
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